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POLICY:  Curriculum Policy

PURPOSE: This procedure explains how students on Higher Education programmes can appeal against the grades awarded at Assessment and Award Boards.  The Staffordshire University Appeals Procedure applies to all qualifications awarded by the University.

SCOPE: This procedure applies to all College Higher Education programmes that are not validated by Staffordshire University.

PROCEDURE:

All assessments will be conducted fairly and in accordance with the requirements of Pearson.  However, the College recognises that there may be circumstances in which students may wish to appeal against the decision of the Assessment/Award Boards.  The procedures below are designed to ensure that such appeals are dealt with in a fair and consistent way.  You should be sure that this is an appeal relating to assessment decisions and not a complaint relating to programme delivery or student experience.  Complaints are dealt with through the Compliments/Complaints system.  However, if as a result of a complaint being upheld it is deemed that assessment judgements would have been impacted, a referral can be made to the Director of Quality & HE for the Assessment or Award Board to be reconvened.

1. Grounds for Appeal

1.1 An appeal against the decision of a properly convened and constituted Assessment/Award Board will only be considered if it meets one or both of the following:

· There has been an error or irregularity in the conduct of assessment, e.g., the assessment was not conducted in accordance with Pearson requirements
· The student’s performance was seriously impacted by illness or other factors that could not be disclosed through the Extenuating Circumstances process.  An appeal in these circumstances must be supported by full and original medical or other documentary evidence, together with a full explanation of why the information had not been communicated previously.  Precise dates of the illness/other factors should be specified by the doctor or other independent person about the impact of these circumstances on the dates when the assessment was in progress.  Any costs relating to the preparation of this information will need to be met by the student.

1.2 The following, although not exhaustive, DO NOT constitute grounds for review:

· A challenge to the academic judgement of a properly convened and constituted Assessment/Award Board, for example that the marks awarded were too low.
· Complaints about the quality of the programme (these are dealt with under the College’s complaints process).
· A challenge to the Assessment/Award Board where the Board has applied the appropriate penalty for a proven case of academic misconduct as stipulated under the College’s Disciplinary Procedure.
· An appeal based on the grounds that the student did not understand or was not aware of the College’s procedures or regulations.
	
2. Means of Appeal

2.1 Before submitting an appeal, students are encouraged to seek advice from the Students’ Union.

2.2 If a student decides to submit an appeal, they should write to or e-mail the Director of Quality & HE at the College within 15 working days of the publication of the Assessment/Award Board results and include the information detailed below.  Appeals submitted after this time will only be considered in the most exceptional circumstances where the Director of Quality & HE accepts that there were compelling reasons why the appeal could not be lodged within the 15 working days. 

2.3 The written appeal must include:

· Full name and Student ID number, address and contact telephone number, the programme title and year of study.
· Details of the decision you are asking to be reviewed (e.g. failure on particular unit or progression to the next stage of the programme)
· Name of the Head of Learning and/or Subject Lead
· Full details of the grounds for your appeal (and where appropriate) why these factors had not been disclosed as part of the Extenuating Circumstances process.

2.4 The Director of Quality & HE will acknowledge receipt of the appeal and request a review of an Assessment/Award Board decision within 5 working days.

2.5 The Assistant Principal for Curriculum and Quality, or other Director not directly involved with the relevant academic team, will make an assessment of the case, drawing upon information provided by the relevant academic staff, those involved in the Assessment/Award Board and determine whether the appeal satisfies the grounds outlined in sections 1.1.  It may be necessary to speak to the student to clarify key points.

2.6 A response to the appeal will normally be formally notified to the student within 25 working days of its receipt.  However, depending on the time of year that the appeal is lodged, it may not be possible to obtain all the relevant information within this timescale but the student will be contacted to keep them informed.

2.7 The following decisions may be reached:

· To dismiss the appeal if there is evidence that the Assessment/Award Board has already taken account of the points raised in the appeal, the assessment procedures have been properly implemented (e.g. there is no sound reason why the Extenuating Circumstances Procedure could not have been used).  The student will then have a further 10 working days in which to submit new evidence for the College to review.  If new evidence is submitted, the process described in sections 2.4-2.7 will be followed.  If the appeal is not upheld, a student may appeal to Pearson and information about how this can be done will be provided with the communication indicating the decision.

· If it is deemed that irregularity or errors have occurred or grounds why the extenuating circumstances could have been communicated by the date of the Assessment/Award Board are accepted, the appeal will be upheld.

· To refer the appeal back to the Assessment/Award Board to amend or review its decision in the light of evidence collected during the investigation (normally 20 working days).  Cases will only be referred back to the Board where it is deemed that the full Board should consider the outcome in terms of the student’s progression or award.

· To convene an Assessment Appeals Panel – normally within 20 days.  Cases will only be referred to an Assessment Appeals Panel where it is deemed that the complexity of the issues require a hearing that will involve the student and potentially other witnesses.

3. Assessment Appeals Panel

3.1 The Assessment Appeals Panel will be chaired by the Assistant Principal Curriculum and Quality and will include 2 academic staff members.

3.2 The student will be notified at least 10 working days in advance of the scheduled meeting, and will be sent a copy of the documentation to be considered, including the names of any staff invited to give evidence.

3.3 The student will be invited to attend the meeting to substantiate their case for review.  The student will be informed of the right to be accompanied by a fellow student or a representative from the Students’ Union who can speak on their behalf.  A student may not be represented by a member of the legal profession engaged to act in a professional capacity.  If the student wishes any witnesses to present evidence, their full names and contact details must be notified in writing to the Assistant Principal Curriculum and Quality at least 5 days prior to the meeting.

3.4 The person chairing the Assessment/Award Board will normally be invited to the meeting to put the case of the Assessment/Award Board for this particular appeal.

3.5 Non-attendance by the student will not invalidate the proceedings and the chair will determine whether or not to proceed with the meeting.

3.6 The proceedings will be heard in private and the procedure will be determined by the Chair in consultation with the other members of the Panel.

3.7 The Panel’s decision shall either be:

· That grounds for review have been established and the Assessment/Award Board will be required to review its decision in the light of these grounds.

Or 

· That no grounds for review have been established and the appeal will be rejected.
 
3.8 The student and the Chair of the Assessment/Award Board will be informed in writing of the Panel’s decision and the reasons for these within 7 working days of the conclusion of the hearing.

3.9 The proceedings of the Panel, other than the actual decision, will remain confidential to Panel members.

4.	Reconvened Assessment/Award Board

If the Assessment/Award Board is required to reconvene, it will do so at the earliest opportunity.  The reconvened Board will give full consideration to the grounds referred to it and either amend or confirm its original decision.  The decision will be communicated to the student within 7 working days.

	If the student is dissatisfied with the decision of the reconvened Assessment/Award Board, the student may wish to contact the awarding body in writing.
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